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1. Purpose. To publish the delegation of authority for
specified civilian pesonnel actions within Naval Reserve
Information Systems Office to:

a. Effect adverse actions, nonappealable separations, and
noncontestable actions involving employees assigned to this
activity per reference (a).

b. Withhold within-grade increases and serve as the
reconsideration official regarding such withholdings per
reference (b).

c. Effect removals and reductions-in-grade based solely on
unacceptable performance per reference (c).

d. Decide formal grievances per reference (d).

2. Authority of Propose and Effect Actions. Per references (a)
through (d), enclosure (1) contains delegations of authority to
propose and effect the actions shown.

3. Action. All civilian employees will comply with the
delegations in enclosure (1) as specified.

D. A. WIKENHEISER

Distribution:
All Department Heads



DELEGATION OF AUTHORITY CHART

Type of Action

Oral admonishment
Letter of caution

Termination of temporary
employee

Termination during
trial or probationary
period 2

Letter of reprimend

Suspension for 14
calendar days or less

Removal, suspension for
more than 14 calendar
days, reduction in grade
or pay, or furlough for
30 days or less

Removal or reduction
in grade based solely on
unacceptable performance

Denial of WGI

Formal Grievance Decision

Authorized to Propose Action 1 Authorized to Effect Action 1

No proposal required Immediate Supervisor

No proposal required Immediate Supervisor (with
Concurrence of Technical
Director)

No proposal required Immediate Supervisor (with
Concurrence of Technical
Director)

No proposal required

Immediate Supervisor

Department Head

Department Head

No proposal required

Immediate Supervisor

Department Head/with concurrence
Of Technical Director

Technical Director, with concurrence
of Director

Technical Director

Immediate Supervisor
(Next higher official will be
will be reconsideration official)

Technical Director 3

1 If the Technical Director is the proposing official in any action, the deciding official will be the Director, Naval Reserve
Information Systems Office.

When the official authorized to effect an action proposes the adverse or performance based action, the authority to effect
the action is vested in the next higher official in the chain of command.

Authority to disallow an employee’s choice of representative in appealable actions is vested in the deciding official, subject
to final review by the next higher level.

2 Terminations of employees serving probationary periods for matters occurring prior to the effective date of their appointment
will be processed under the same procedures as for appealable adverse actions.

3 If the Technical Director is involved in any aspect of the matter being grieved, the deciding official will be the Director,
Naval Reserve Information Systems Office.

Authority to disallow an employee’s choice of representative in informal grievances is vested in the lowest level empowered to
deal with the informal grievance, subject to final review by the next higher level. Authority to disallow an employee’s
choice of representative in formal grievances is vested in the Technical Director, subject to final review by the Director.
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